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Agency 
St. Mary's County 

Division 
Finance - Administration 

Item 
No. Description Retention 

1. 

2. 

Budget Files 

a. Annual County Budget - approver! copy 
b. Departmental Budget Proposals 

Audit Files 

a. Retain PERMANENTLY* 
b. Permanent* 

Audit reports - Offical records of examination 
of county finannces prepared by internal or 
external auditors. 
Working papers related to the submission and 
approval of audits, includes bids from auditors, 
correspondence and worksheets. 

Bond Files 

a. Retain Permanently* 

b. Retain 3 years, thereafter 
destroy. 

Offical statements (prospectus) for bond projects 
including State Highway Bonds, General Obligation 
Bonds and State Obligation Bonds. 
b. 

Working papers for preparation and distribution of 
bonds. 

Payroll Journal 

Retain Permanently* 

Retain until completion 
of bond obligation, there 
after destroy. 

a. 1963 - 1978 
The Personnel/Payroll Journal contains one page for 
each employee giving the name and social security 
number, address and department where employed, 
employment number and date of birth, income tax 
status and number of exemptions, effective date of 
first employment and date of exemption certification, 
gross Federal Tax, FICA, State Tax, Deductions for 
retirement, insurance and other deductions, total 
deductions and the employee's net pay and the check 
number. After 1978 an Official Personnel Folder 
was implemented for county employees (Schedule c-545, 
item 1) as part of the permanent employment record. 
In addition the Terminated Employee Payroll Files 
and Payroll Reports contain permanent information. 

a. Retain PERMANENTLY* 

Schedule approved by Department, 
Agency, or Division Representative 

Schedule authorized by 

State Archivist 



KKCORDS KtlTlCNTLON AND D I S P O S A L SCIIKDULK 
( C o n t i n u a t i o n s h e e t ) 
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Item 
No. Description Retention 

4. 

5. 

Payroll Journal 

b. 1978 to present 

These files have been superceded by the Official 
Personnel Folder, Terminated Employees Payroll Files, 
and Payroll Reports. 

General Files 

Correspondence, chronological files, insurance 
policy and correspondence files, reports, studies, 
surveys, and memoranda relating to the internal and 
external activities and administration of the office. 

Retain 3 years or until 
audits completed, whichever 
is later, thereafter destroy. 

Retain 3 years or until 
administrative value ceases, 
whichever is later, thereaft 
destroy. 

* If no county archives 
is maintained, transfer to 
State Archives". > 

l 



INSTRUCT 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS SBO-I) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 275 

JESSUP, MARYLAND 20794 PAGE / OF */ 

jj^EFARTMENT /AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Administration 

DEFINITION-RECORD SERIES-* O R O U P °r
 * « L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 

R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •_ 

! 4. RECORD SERIES TITLE 
i Budget Files 

8. EARLIEST YEAR/LATEST YEAR 
1971 TO 1990 

6. RECORD SERIES DESCRIPTION { B R I K P L A V D E S C R I B E T H E T Y P E S Or IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
'IN T H E SERIES. I N C L U D E T H E P U R P O S E OR F U N C T I O N O F T H E S E R I E S J 

Budget files include the annual county budget, working papers for the preparation of the 
budget and the departmental budget proposals submitted by each county department. 

7. RECORD SERIES FORMAT{ S) 
HxLETTER SIZE • MICROFILM 
Q LEGAL SIZE ° COMPUTER TAPE 

BOOK ° FLOPPY DISK 
'AUDIO TAPE D VIDEO TAPE 

D OTHER(SPEC IFY) 

^^«OUND 

8. RECORD SERIES SEQUENCE 
a ALPHABETICAL 
• NUMERICAL 

xB CHRONOLOGICAL 
D GEOGRAPHICAL 
• OTHER{SPEC IFY) 

9. VOLUME 

20 
N U M B E R 

$ FILE DRAWER(S) 
• MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
• OTHER!SPEC I FY) 

10. ANNUAL ACCUMULATION 
BJXplLE DRAWER( S) 

2 D MICROFILM REEL(S) 
NuKbgR ° COMPUTER TAPE(S) 

• O T M E B ( B P F f : I F V ) 
ill. FILE IS USED 

• DAILY 0 WEEKLY BXMONTHLY 

IS. CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Finance office 
St. Mary's County Records Center & Archives 

12 . FILE BECOMES INACTIVE AFTER 
10 tJ MONTH ( S J x5YEAR(S] 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
• Y E S Z K N O 

1 5 . ACCESS RESTRICTIONS • YES HXNO 
( I F Y E S , C I T E L A B ( S ) a R E G U L A T I O N ! S ) 

16. AUDIT REQUIREMENTS 
jflcNONE • STATE O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( | w Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES NO 

18. RECOMMENDED RETENTION 

a. Annual Budget'- approved copy - ' 
PERMANENT >| 

b. Departmental Proposals - PERMANENT \ 
c. Working papers .-.Retain until administrative 

use ceases, thereafter destroy. 

NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I. DATE 

6/22/90 

DGS 550-4 (REVISED 2/87) 



INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 7 8 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1 Q M S - - T Y P E OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 580 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 7 8 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE <2- OF ^ 

n^^EFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

S. UNIT 
Administration 

DEFINITION-RECORD SERIES-* O R O U P O F " E L A T E D R E C O R D S N O R M A L L Y FI L E D A N D U S E D A 8 A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D PI E P O S IT I O N P U R P O B E B 

| 4. RECORD SERIES TITLE 
Audit Files 

8. EARLIEST YEAR/LATEST YEAR 
1945 TO 1990 

I 6. RECORD SERIES DESCRIPTION {•R""'L-Y D " C R I B E T H E T Y P E S O P I N F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
'IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Audit files include: 
a. Audit reports - official copies of examination of county finances prepared by internal 

or external auditors. 
b. Working papers - drafts, reports and ledgers related tot he submission and approval 

of audits. 

7. RECORD SERIES FORMAT{S) 
H LETTER SIZE • MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 

BOOK D FLOPPY DISK 
AUDIO TAPE O VIDEO TAPE 

O OTHER(SPEC I FY) 

^ftBOUND 
O AUDIO 

8. RECORD SERIES SEQUENCE 
• ALPHABETICAL 
• NUMERICAL 
xS CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPECIFY) 

VOLUME 
X& FILE DRAWER(S) 
• MICROFILM REEL(S) 

,5 O COMPUTER TAPE ( S ) 
N U M B K n • OTHER(SPEC I FY) 

I 0. ANNUAL ACCUMULATION 
Ĝf FILE DRAWER( S) 

• 5 • MICROFILM REEL(S) 
NuMbgK D COMPUTER TAPE(S) 

• OTHFR(RPFrlFV) 

I 1 FILE IS USED 
• DAILY D WEEKLY XXE MONTHLY 

13. CURRENT LOCATION!S) (BLDG..FLOOR,ROOM) 
Governmental Center - Finance office 
St. Mary's County Records Center & Archives 

12 . FILE BECOMES INACTIVE AFTER 
10 O MONTH( S ) IJxYEAR(S] 

14. IS RECORD SERIES DUPLICATED ELSEWHEREf 
( I F Y E S , S P E C I F Y A G E N C Y O R O F F I C E ) 
D YES fi.NO 

IS. ACCESS RESTRICTIONS • YES QXNO 
( I F YE8, C I T E L A W ( s ) A R B O U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 

• NONE X fix STATE SxFEDERAL jft INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (Ir Y E S . E X P L A I N 
B R I E F L Y A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D YES X* NO 

16. RECOMMENDED RETENTION 

a. Audit reports - PERMANENT 
b. Working papers - retain 3 years, there­

after destroy. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I . DATE 
6/22/90 

DCS 350-4 (REVISED 2/87) 

http://fi.NO


IfiSTKUCT 1 Q M S - - T Y P E OR P R I N T A 
SEPARATE FORM FOR EACH NEW OR 

DEPARTMENT OF GENERAL S E R V I C E S 
RECORDS MANAGEMENT DIVISION A G E N C Y RECORDS I N V E N T O R Y 

REVISED RECORD SERIES. 
WITH RECORDS RETENTION 
(DGS 880 • 1 ) 

FORWARD 
SCHEDULE 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PACE i OF 

~^^EFARTMENT/AGENCY 2. DIVISION 3. UNIT 
St. Mary's County Finance Administration 

DEFINITION•RECORD SERIES-* O R O U P ° R " • L A T E D R E C O R D S N O R M A L L Y F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S W E L L A S R E T E N T I O N A N D D I S P O S I T I O N P U R P O S E S •__ 

4. RECORD SERIES TITLE 
BONDS 

8. EARLIEST YEAR/LATEST YEAR 
1 Q 6 3 TO 1 QQn 

I 6. RECORD SERIES DESCRIPTION (BRI,IFUY " " S C R I B E T H E T Y P E S Or IN F O R M A T I O N / D O C U M E N T S / F O R M S F O U N D 
| IN THE SERIES. I N C L U D E T H E P U R P O S E O R F U N C T I O N O F T H E S E R I E S ) 

Official Statements (prospectus) for county bond projects including State Highway 
Bonds, General Obligation Bonds and State Obligation bonds and working papers 
for the preparation and distribution of bonds. 

7. RECORD SERIES FORMAT(S) 
GtXLETTER SIZE D MICROFILM 
D LEGAL SIZE ° COMPUTER TAPE 

' ̂ KBOUND BOOK O FLOPPY DISK 
E^UJDIO TAPE D VIDEO TAPE 
Q OTHER;SPEC IFY) 

8. RECORD SERIES SEQUENCE 
xS ALPHABETICAL 
0 NUMERICAL 
n CHRONOLOGICAL 
O GEOGRAPHICAL 
D OTHER(SPECIFY) 

9. VOLUME 
X J C FILE DRAWER(S) 
• MICROFILM REEL(S) 

.50 • COMPUTER TAPE(S) 
N U M B E R p OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
X X D FILE DRAWER(S) 

^ D MICROFILM REEL(S) 
NUMBER D COMPUTER TAPE(S ) 

D DTWTBIs P F r i F V l 

' 1 1 ' FILE IS USED 
Q DAILY • WEEKLY X 0 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
10 • MONTH(S) xSYEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Finance Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
( I F Y E S , S P E C I F Y A O E N C Y O R O F F I C E ) 
• YES XX) NO 

15. ACCESS RESTRICTIONS • YES X B NO 
( I F Y E S , C I T E L A W ( s ) A R E O U L A T 1 O N ( S ) 

16. AUDIT REQUIREMENTS 

• NONE D STATE D FEDERAL X X 3 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( | p Y E S . E X P L A I N 
BF.-IEFLY A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

D YES *S NO 

18. RECOMMENDED RETENTION 
Working Papers - imtil completion of bond 
obligation and all audits .completed, 
thereafter destroy. 
Official statements - permanently. 

NAME AND TITLE OF PREPARER 

J. Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301)475-7844 

2 I . DATE 

6/22/90 

DCS 350-4 (REVISED 2/87) 



1 HSTRUCT 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 

A G E N C Y RECORDS I N V E N T O R Y 
1 HSTRUCT 1 QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DGS 880 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 207 94 PAGE "J OF ̂  

~fj^EPARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Finance 

3. UNIT 
Administration 

DEFINITION-RECORD SERIES-* O R O U P 0 , f **LATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPpBES •_ 

! 4. RECORD SERIES TITLE 
General Files 

EARLIEST YEAR/LATEST YEAR 
1963 TO 1990 

6. RECORD SERIES DESCRIPTION J B R , , t F U V DESCRIBE THE TYPES OF" INFORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Correspondence, Chronological files, insurance policy and correspondence files, reports, 
studies, surveys, and memoranda relating to the internal and external activities and 
administration of the finance office. 

7. RECORD SERIES FORMAT{S) 
RxLETTER SIZE ° MICROFILM 
<=> LEGAL SIZE D COMPUTER TAPE 
^^BOUND BOOK D FLOPPY DISK 
tr^UDIO TAPE ° VIDEO TAPE 
O OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
xR ALPHABETICAL 
• NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
D OTHER(SPEC I FY) 

VOLUME 

2°r 
MSB 

NUMBER 

SxFlLE DRAWER(S) 
• MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
0 OTHER) SPEC I FY) 

10. ANNUAL ACCUMULATION 
FILE DRAWER(S) 

2 • MICROFILM REEL(S] 
HTJRBTR* D COMPUTER TAPE ( S ) 

D OTHFR(RPFrlPY) 

I 1 FILE IS USED 
O DAILY X X * WEEKLY O MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Finance Office 
St. Mary's County Records Center & Archives 

12 . FILE BECOMES INACTIVE AFTER 
^ 3 D MONTH(S) j&YEAR(S] U'Jil-Jiil; 

14 , IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY AGENCY OR OFFICE) 
Q YES fixNO 

15. ACCESS RESTRICTIONS D YES si NO 
( I F Y E S , C I T E L A W ( B ) & R B G U L A T I O N ( S ) 

16. AUDIT REQUIREMENTS 
5& NONE • STATE O FEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT {Ip Y E S . E X P L A I N 
BF.'IBFLY A N D D E S C R I B E A N Y H A R D W A R E / S O F T W A R E ) 

O YES NO 

18 RECOMMENDED RETENTION" 
) 
i _ 

Retain 3 years or until administrative 3 
value ceases, whichever is later, thereafter 
destroy. \ \ 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
6/22/90 

DGS 550-4 (REVISED 2/87) 


